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Do you document the actions 
that you take on a daily basis 
in the form of process maps, 
procedures, or checklists?

From those actions that make-up 80% of your workload, identify 
any of those actions that constrain your daily productivity
TIP: Find action(s) that take a lot of time but produce few 
results, OR actions you simply dislike

Look to eliminate constraining actions from 
your life by outsourcing them to a 3rd party or 
by delegating them to someone on your staff

For each process, identify at 
least one (1) key metric that 
can indicate the performance 
of your process (e.g. # support 
tickets answered per day)

Spend a few days to pay attention 
to the activities that you perform.
Record everything that you do in a
notebook or journal

After recording your actions, spend some time 
to review and group the actions into common
processes (i.e. accounting, product creation,
answering emails, managing staff, etc)

Finally, document the sequence
of actions on paper in the
form of a Cashmap®

Identify actions which take up 
80% of your workload, yet only
produce 20% of your results

It’s important to monitor your processes over time and to 
evaluate the output of the processes against your goals. 

Adjust the processes as necessary to improve perfor-
mance. Listen to suggestions from your team members

Free up productive time by outsourcing or delegating those 
actions that constrain you

TIP: Refer to Action Cashmap 1.11 of this package for more 
details on outsourcing and delegating. Also see our Outsource 

Cashmap Package at http://cashmap.com/store

For each common process, begin to take
your actions that relate to the process
and put them into an order in which you
perform the actions (i.e. into a sequence)
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